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How To Use Crystal Reports - WIC

Logging into Crystal Enterprise

1. Go to the Missouri WIC Homepage and then to the Local WIC Provider Homepage. Click on
Data & Statistical Reports.

/= Home - Windows Internet Explorer
=
@ &) I_‘ http:f fwsww,dhss.mo.gov/WICLWP/index.html
W ‘{ﬁ? ‘Home I |

DHSS Home | State Home | Ask Us | Disclaimer

State of Missou
DEPARTMENT OF HEALTH AND SENIOR SERVICES
DHSS Home >> WICLW P >> Home

Home

MW Local WIC Providers

WIC Updates This page is intended for use by the staff of local WIC provider agencies. If you are a WIC

participant or are looking for the location of the nearest WIC provider, click here.
WIC Foods

Breastfeeding &
Nutrition

Resources &
Publications

Frr—-

(O Data & Statistical

Local WIC Providers are the contact point for receiving WIC services. There are 118 Local WIC Providers
Reports

located throughout the state where participants are evaluated for nutritional risk and income eligibility.
Training

JE S SO S A S SO S UM S ) S A S N S S L

2. Click on the Missouri WIC Data Reports link. If you do not have access, complete an ASAP
request form.

f,'.‘ Data & Statistical Reports - Windows Internet Explorer

@A - Iihttp:,l',l'www.dhss.mo.gov,l'WICLWP,I’data.htmI

* *‘1'11':? ‘ Data & Statistical Reports | |

DHSS Home | State Home | Ask Us | Disclaimer

DEPARTMENT OF HEALTH AND SENIOR SERVICES

DHSS Home == W I C LW P => Data & Statistical Reports
H - -

ome Data & Statistical Reports

MOWINS
WIC Updates Local WIC Providers

WIC Foods Missouri WIC Data Reports
5 provide clinic reporting, clinic management, and other important

Breals?:feeding & information. Click here for a short instruction sheet on using Crystal reports.
orl

3. Once logged on, you should see the following screen. Click on the plus sign in front of the folder
named Public Folders

Log On to InfoView

System: Crystall : _ Welcome to BusinessObjects

User Name: LPHA e-mail Userid

(Example: Michelle Nienhuis is Enter your user information and click Log On,

N ienhm) (if you are unsure of your account information, contact your system administrator)

Password: First Initial of your first

name, first initial of your last name and System. Jerystal1

the last four numbers of your SSN Username:  [Nienhm

(ab#—##) . Password: |

Authentication: Enterprise Authentication: |Enter|3rise j
P4
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4. Please Note: When you click on the (+) plus sign by a folder, you will only see the folders
available under that folder. When you click the folder name, you will only see the individual

files under that folder.

Business Objects i

& « | [ vew ~ €& [ send ~ My Infowiew | Search title = |

=img id="navCaollapseln|| Home
src="images/panelfarroy
Folders
- alt="Hide Mavigation Pal
B #iHome
AN 2y Folders
)1 Public Folders

—3

ﬁ - D New - ¥a @ Send - My InfoView | Search tile v|

Personalize Inf

BusinessObiectsm

Release 2

Go to Infoliew

3
=img id="navCollapselmag” Home
src="images/panelfarrow_left.gif"
Folders
— alt="Hide Mavigation Panel”
B #Home - .
- ersonalize In
@y Folders BusinessObjects’
B [AFublic Folders l Go to InfoView
-" WIC Repors - Local Agency Release 2
ki b".“."IC Repaorts - State and District
/2 Info¥iew - Windows Internet Explorer
el r http: fforystalweb, dhss, mo. govfbusinessobjectsfenterprise 1 15/ Tnfobiew/main, aspx
)~ lel
il:? Eﬁ? @Infn'-.-‘iew
—~ I .
ﬁ - D New - ¥ @ Send - My Infoliew | Search title v| IE
=img id="navCollapselmg” WIC Reports - Local Agency
= F msrt'.:'images.‘panel.’arrow_leftgir (& organize - | X | Fiter. AlTypes -
alt="Hide Mavigation Panel”
9 M0+ | Titlea Last Run

= & Home
Oy Folders
B [ Public Folders
= @ wIC Reports - Local Agency
& caseload Management

GCIinicHanagement

Click on the name of the

= Monitaring Reports for 2008/20049

3 MOWINS End of Month Repaorts

CH webinars - MOWINS Releases
Swic Repors - State and District
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5. Click on the name of the report you want to run.

/2 Info¥iew - Windows Internet Explorer

@\‘-‘/ hd I@, http: ffcrystalweb, dhss. mo, gov/businessobjectsienterprisel 15/Infoview main. aspe

v (& Infaview

@ - D New » ¥3 f\iﬁ' Send - Wy InfoView

Search title ~ |

=img id="navCollapselmg"”
src="images/paneliarrow_left gif”
alt="Hide Mavigation Panel”
2 #Home
S my Folders
2 = public Folders
2 Ewic Reports - Local Agency
&= Caseload Management
I_':-|Clinich-1anag|r:‘!mr:‘!nt
0= Monitoring Reports for 2008/2009
= MOWINS End of Month Reparts
[ webinars - MOWINS Releases
Ewic Reports - State and District

[ Folders

Clinic Management

= organize ~ | X

Fitter: All Typez -

- O 4+ |Tites
Il Qj reast Fump Report - Detail
Schedule | History | Properties | Modify
The breast pump report will serve to track breast pumps loaned cutto paricipants and help
following, it will be highlighted: WIC Category C, M, or P. BF Amount Mot Applicable or Partial
Il Qj # Breastfeeding Women - Detail
Schedule | History | Properties | Modify
The Breastfeeding Women Report provides a list of breastfeeding women, their infants, mot
to provide assistance during critical times that mothers may need extra support. Itis possibl
mother's record is to a child's record in the household instead of the infant's, the actual deli
transfer. If the report shows a mother with two infants with the same name, this means that
Il Qj # FlPick-Up/Mo Show Repaort - Detail

Schedule | History | Properties | Modify

This report will assist with follow-up of paicipants who have not received checks recently, b
last check expiration month. Within the manth, records are sorted by household 1D If the par
The termination reason field is blank for active paricipants. Post Date: 7/24/2010

6. When you have selected the report you will see the following screen asking for the parameters of
the search. Interactive reports have prompt screens for parameter values as seen below. For an
agency that has multiple satellite sites, enter a beginning ###00 and ending range ###99 and then

click on Add Rangwdd it to the selected valu

. Then click OK.

Breast Pump Report - Detail
Enter prompt values.

Enter Agency & Clinic Number (5 digits):
The value must be between & #characters long.

Start of Range:

Enter a Valus:

J10100

¥ Include this value [ No lower value

Agency Number

End of Range:
Enter a Value:
J10158

¥ Include thiz valuz [ No upper valus

Acdd Range

Selected Values:
[10100 . 10199

Remove || Remove All

lick on the arrow to add it to the

7. For an agency with only one slte, enter the single site then
selected values box. Then click OK.
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Lo I & | http:[ferystahweb. dhss.mo.govbusinessobjects fenter; .
? . ; R . "1 To search for an item,
! Infaview -
oy 8 SWID. P8 n the
Business Objects-

$ - D New - F3 R;u;‘ Send - My InfoView | S DCN and then CIICk the

Breast Pump Report - Detail bl HOCU Iars'
|| Busiwssconjects Advanced DHTML Viewer ‘ \
o 5 [ /1 [Wain Report =] G | # 3 [100% 2] @ Busiiessoblects
1019 T Missouri Department of Health and Senior Services
WIC and Nutrition Services
Click on the arrows to
move from one page to Breast Pump Report - Detail
another.
ANDREW COUNTY HEALTH DEPARTMENT (10199)
Household ID  WIC Categaory Breast Pump Issue Date
Paricipant Mame State WIC ID

Cert Due Last Check Fhaone Number
Amount Breastfeeding Serial # Date LDTU

Late = Secondary Phone

-0 x|
L2
J@vm - e - b Page - () Tools - i

j 1| X ILweSearch

Welcome: nienhm
5]

BSe

BF0O&F X

i ﬂﬁ"llﬂm"’d @ Busifess

Missouri Department of Health and Senior Services
WIC and Nutrition Services

IL /1 [Main Report x| €& I

Breast Pump Report - Detail

ANDREW COUNTY HEALTH DEPARTMENT (10199)
Household I WIC Category Breast Fump |ssue Date Cert Due Last Check Phone Number
Paricipant Mame State WICID  Amount Breastfeeding Serial # Date LOTU Secondary Phone
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9. The window below will open.

/= Export Report - Windows Internet Explore o ] |

f.'-‘ Export Report - Windows Internet Explore o ] [
e | http:,l',l'crystalweb.dhss.mo.gov,l'businessnbjects,l'Enterprise115,|'InFo\-'iew,|'an

& | httpefferystabweb, dhss. mo. govibusinessobjects/Enter prise1 15,|'Infn'u'iewll'an

Pags Rangse: = a1

(] Pages:

From: I1 To: |1

OK Cancel

File Format: ICryataIREpcrta (RPT) < LI ’

p [T T [ [ [mkernet

File Format:

Page Range:

| ®10% -

p [T T T T @ ntemet

Crystal Reports (RFT) x|

Adobe Acrobat (PDF)
Wicrozoft Excel 57-2000 (XLS)

Wicrosoft Excel 97-2000 - Data Only (XLS)
Wicresoft Word (RTF)

Wicrosoft Word - Editable (RTF)

Rich Text Format (RTF)

(] Pages:

From: I1 To: |1

OK Cancel

[®100w - 4

10. Select the type of format from the drop down box that you would like to print the report.
(Selecting the .pdf format will look the most like the report in Crystal.) Click OK.

11. You may notice the yellow security bar at that opened on your screen. If you do, click the bar
and select "Download File". This happens the first time you log in. Once the file has bee
downloaded, the request will not be made again unless you log off and then back in.

f_'; InfoYiew - Windows Internet Explorer

~=ol |
@A - |g, http:ficrystalweb . dhss.mo. gov/businessobjects fenterprisel 15/ Infoview/main, aspx j X ILive Search L2\~
Wrodt @ irfoview | | J - B A |:-hPage » (0 Taoks + 7
li, To help protect vour security, Internet Explorer blocked this site from downloading files to your computer, Click here For options. . x
m.’,:;m Welcome: nienhm
& | O new - %G [ seno - My Infoview | Search tile - [ 5] S @
Breast Pump Report - Detail F O oF X
[|| usinessobjects Advanced DHTML Viewer

[@5

1 /1 IMain Repcrt;l 23 I

10199

i) Iiﬁ:l I ]-UUO-"LI @ Business:
Missouri Department of Health and Senior Services

-

WIC and Nutrition Services

Breast Pump Report - Detail

ANDREW COUNTY HEALTH DEPARTMENT (10199)

12. This will return you to step 4. Repeat steps 4 - 10. After selecting the format to export and click
ok, another window will open asking if you would like to open, save or cancel the document.
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File Download x|

Do you want to open or save this file?

L MHame: Crystalviewer, pdf
it Type: Adobe Acrobat Document

From: crystalweb,dhss,mo,goyv

Open Save

l--"\ While files fram the Intemet can be uzeful, zome filez can potentially
" harm pour computer, If wou do not bugt the zource, do not open or
- zave thiz file. What's the rizk’?

Select Open.
ﬁtrystalviewer[l].pdf—Adnhe Reader i m] ll
File Edit Yiew Document Tools ‘window Help *®
ﬁ @'I@ ll_f1 & ® | |- |f| t:j Find -
B
B

Missouri Department of Health and Senior Services
WIC and Nutrition Services

Breast Pump Report - Detail

ANDREW COUNTY HEALTH DEPARTMENT (10199)

Household ID  WIC Category Breast Pump Issue Date Cert Due Last Check
F’ammeanl Name State WIC ID  Amount Breasﬁeedlng Senal # Date LDTU
— M —

Phone Number

Secon daﬂ Phone

Exporting reports into Excel

Select the report you would like to export to Excel. The reports that are set up for Excel state "XXXXX for

Excel".
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= Cpublic Folders
2 Ewic Reports - Local A

& « | [ vew - & [ send - My InfoView | Search tile | | =3
<img id="navCollapseln]| Clinic Management
~ Folders:'©" MagespENEIAMo)| = organize « | X | Fiter: AlTypes -
alt="Hide Mavigation Pa )
o & - O | TJite L
B ¥ Home )
.D” Folders [l &j # Breast Pump Report - Detail 1
My

Schedule | History | Properties | Modify
The hreast |3L|m|3 report will serve to track breast pumps leaned cut to paricipants and help if an agency n
ategory ©, M, or P BF Amount Mot Applicable or Partially BF = Max. Past Date: 5/27/201(

A caseload Manage

3 clinic Managemer

S Extra Formula

S yonitering Repart

@ MOWINS End of M

S wehinars - oW
CIwic Reports - State a

W = reastpump report will serve to track breast pumps lcaned cut to padicipants and ©
following, it w|II he highlighted: WIC Category C, M, ar P. BF Amount Mot Applicable or Partially BF = Max. P

&l +

Breastfeeding Women - Detail 1
Schedule | History | Properties | Modify

The Breastfeeding Women Report provides a list of breastfeeding women, their infants, mother's contact i
assistance during critical times that mothers may need extra supper. It is possible for the infant data to be
recard in the household instead of the infant's, the actual delivery data on the mother's record is different t

Clicking on the title will open the parameter page so you can select your clinic. Please note: If your agency has
multiple satellite sites, each clinic will have to be run separately due to the conversion from Crystal to Excel.

Y
Business Objects’

Welcome: nienhm

@ - D New -
=jmg id="navCollapselm
src="images/panelfarroy
alt="Hide Mavigation Pai
‘T‘Hume

= Sy Folders
B 3 Public Folders
2 Ewic Reports - Local A
3 caseload Manage
(3 Clinic Managemer
O Extra Formula
O3 monitoring Reports

b7 @ Send - Iy InfoView

Breast Pump Report for Excel
Enter prompt values.

Search title - |

B & @

B+ 0O x

[ Folders

Enter Agency and Clinic Number (& digits): Agency Number

The value must be between S and 5 characters leng.

Enter your Agency and Clinic Number then OK. When the report opens, it will NOT look pretty. To export
the report, you will need to select the Export icon located to the left side of the screen.

Breast Pump Report for Excel
gusinessobjects  Advanced DHTML Viewer

‘ I]' /1 IMain Report x| % I

ﬂﬁ ﬂﬁl I 100% LI @ Business:
COLEEESBﬁWHELHﬂBEBRﬁ.-IENT

w IC Categort Phone Mumber

"This report may contain confidentisl information. Any unauth,

Secondan Phone AmountElreastfe Sort Fieldfor B Breast PumZerial #

Last Check LDCert Due Date

. Participant Name HHID

The window below will open.
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,’j Export Report - Windows Internet Explore = |E||£| ff Export Report - Windows Internet Explore = |E||i|
& | htbpefferystalweb, dhss mao. gov fbusinessobjects | Enterprise 1 15||'Info\-'iew||'R-j & | http:fferystalweb, dhss.mo.gov/businessobjects/Enterprisel 15,|'Info‘v'iew,|’R-j
Filz Format: I Crystal Reports (RPT) ;I Filz Format: Crystal Reports (RPT)
‘Crystal Reports (R
Adobe Acrobat (PDF)
Wicrosoft Exc -2000 (XLS)
Wicrozoft Exc -2000 - Data Qnly (XLS)
Wicrogoft Word (RTF)
Micro=oft Word - Editable (RTF)
Page Rangs: Lo Page Rangs: Rich Text Format (RTF)
] Pages: [ Pages:
From: |1 To: |1 From: | To: |1
OK Cancel oK Cancel
[ [ [ [ | |emtemet R~ 4 o[ [ & Internet 0% - g

Select Microsoft Excel 97-2000 (XLS) and Click OK

File Download x|

Do you want to open or save this file?

@ j Mame: Crystalviewer,xls
[H]

Type: Microsoft Office Excel 97-2003 Worksheet

From: crystalweb,dhss,mo,goyv

Open Save

| “Se WWhile files from the Intemet can be uzeful, zome filez can potentially
b harm pour computer, If wou do not bugt the zource, do not open or
- zave thiz file. What's the rizk’?

Select Open.
/ _"J'\._ CrystalViewer[].xls [Compatibility Mode] - Microsoft Excel
{2
y Hame Insert Page Layout Formulas Drata Review View Developer Add-Ins
==K ocut ) | = = 3
j Arial 12 ~|A K| [ = =||®-| |[Siwrap Text General b o=l jﬁ‘ MNarmal Bad
53 Copy |
Faste = = | || [ == 3=/ |5 X - - g .0 .00|/| Conditional Format |Calculation
s F Format Painter 'B I U -~ e e == | |12 Merge & Center|={ || $ Yo v || %50 208 M UL | | ||
Clipboard P} Font P} Alignment P} MNumber P} Styles
| AL - fe | Breast Pump Inventory
A B . D E F G H o K L
I — —_ L 1
2 COLE COUNTY HEALTH DEFARTIMEMT
3 This report may contain confidential information. Any unautherized access, use and/or disclosure of confidential infermation may result in a loe= of access privileges, an action for civil damages, an action for
4 criminal charges, and/or disciplinary actien including but not limited to suspension or dizmizzal.
Participant HHID SWID wic Phone Mumber  Secondary Amount Sort Field for  Breast Serial # Last Check Cert Due Date
6 |Mame Category Phone Breastfe B Pum LD
-

The report will open and be useable in Excel. At this point, all of the cells can be formatted and have the ability
to be sorted, highlighted, etc.
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